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Page RangePage Name

Slide 3 - 12Data Entry CSB-V

Slide 13 - 14Book Pickup

Slide 15 - 18Bulk upload CSB-V

❖ For technical support, write to ecommercehelpdesk@dhl.com or call 180020933445

Reference Guide



Login Window

Enter Password
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Access MyCSB by using below url 
mycsb.india.express.dhl.com/

Enter your login 
details

Enter your login 
details

Enter the captcha & 
click Login

Enter the captcha & 
click Login



Start CSB-V Shipment
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Enter your login 
details

Enter your login 
details

Click CSB-V Shipment to create Air WaybillClick CSB-V Shipment to create Air Waybill



Start CSB-V Shipment CSB-V Data Entry
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Select shipment typeSelect shipment type

Accept terms and 
conditions

Accept terms and 
conditions

Click Next to 
continue

Click Next to 
continue



Ship To Page – Receiver Details CSB-V Data Entry
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Guided steps for shipment creationGuided steps for shipment creation

Enter destination detailsEnter destination details

Provide destination Tax ID 
details as applicable

Provide destination Tax ID 
details as applicable

Add additional parties
if applicable

Add additional parties
if applicable

Click Next to continueClick Next to continue

Remote Area charges will 
be displayed here, if 

applicable.

Remote Area charges will 
be displayed here, if 

applicable.



Shipment Details & Protection CSB-V Data Entry
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Enter reference, content & currencyEnter reference, content & currency

Provide shipper Tax ID as requiredProvide shipper Tax ID as required

Select Shipment Value Protection option 
if you wish to protect the shipment. 

Additional charges applicable

Select Shipment Value Protection option 
if you wish to protect the shipment. 

Additional charges applicable

Enter the value you wish to insure in INREnter the value you wish to insure in INR



GST Requirements CSB-V Data Entry

Verify Bank AD Code
and Bank A/C
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Enter invoice details
and supply information

Fields with (*) are 
mandatory. 

Fields with (*) are 
mandatory. 

Mention your bank Authorized Dealer Code 
(AD Code) and bank A/C number

Mention your bank Authorized Dealer Code 
(AD Code) and bank A/C number

Mention duty account number 
if destination duties/tax to be 

billed in India.
To activate this service, kindly 

connect with your Sales 
Manager.

Mention duty account number 
if destination duties/tax to be 

billed in India.
To activate this service, kindly 

connect with your Sales 
Manager.

The system will automatically 
generate the Invoice Number. 
Please enter the actual Invoice 

Number here, as it will be 
transmitted to the Shipping Bill 

through ECCS.

The system will automatically 
generate the Invoice Number. 
Please enter the actual Invoice 

Number here, as it will be 
transmitted to the Shipping Bill 

through ECCS.



Packaging Details CSB-V Data Entry

Edit pieces, weight
and dimensions
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Enter the number of 
Pieces/Packages along with 
the weight and dimensions

Enter the number of 
Pieces/Packages along with 
the weight and dimensions

Click here to add 
multiple packages
Click here to add 

multiple packages



Commodities Details CSB-V Data Entry

Enter item description,
HS codes and origin
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Describe each item in the 

shipment separately.

Describe each item in the 

shipment separately.

Click here to add multiple productsClick here to add multiple products

Eight digit Export HS Code



Invoice Summary & Optional Services CSB-V Data Entry

Optional services may
change final charges
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Add any additional charges, if applicable. 
These charges will be included in the 

Total Invoice Value

Add any additional charges, if applicable. 
These charges will be included in the 

Total Invoice Value

Select optional services as 
needed. Applicable charges 
will be added accordingly.

Select optional services as 
needed. Applicable charges 
will be added accordingly.



Summary Page & Documents CSB-V Data Entry
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Review shipment 
details

Review shipment 
details

Click here to confirm 
the shipment 

Click here to confirm 
the shipment 

Print shipping labels 
and documents 

Print shipping labels 
and documents 

Shipping labels and 
documents are downloaded 

automatically.

Shipping labels and 
documents are downloaded 

automatically.



Schedule Pickup

Pickup
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Schedule Pickup Pickup
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Your pickup address 
is auto populated

Your pickup address 
is auto populated

Enter the number of 
boxes for pickup and 

approx. weight

Enter the number of 
boxes for pickup and 

approx. weight

Set your preferred 
pickup timing

Set your preferred 
pickup timing

Click Schedule a Pickup. The Booking Reference Number will be displayed 
upon successful submission.

Click Schedule a Pickup. The Booking Reference Number will be displayed 
upon successful submission.



CSB-V Bulk Upload

Pickup
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Start CSB-V Shipment
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Enter your login 
details

Enter your login 
details

Click here for Bulk CSB-V Shipment 
processing

Click here for Bulk CSB-V Shipment 
processing



Bulk Upload – Process Shipment CSB-V Bulk Upload

Review successful
creation message
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Upload your updated fileUpload your updated file

Accept terms & conditions.
Remote Area charges will be displayed here, 

if applicable.

Accept terms & conditions.
Remote Area charges will be displayed here, 

if applicable.

Mention your bank Authorized Dealer 
Code (AD Code) and bank A/C number
Mention your bank Authorized Dealer 
Code (AD Code) and bank A/C number

Click here to 
download excel 

template

Click here to 
download excel 

template

Review error 
records for any 

failed rows.

Review error 
records for any 

failed rows.

Click here to print 
successful 
shipments

Click here to print 
successful 
shipments



Technical Support: ecommercehelpdesk@dhl.com  |  1800 209 3345

Keep screenshots, AWB references, the bulk upload file name, and error records ready when submitting a support query.
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